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BY ORDER OF THE COMMANDER 
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440th AIRLIFT WING INSTRUCTION 65-201
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Financial Management

UNIT ANNUAL ACTIVE DUTY TOURS PAY
PROCEDURES

OPR: 440 AW/FMFPM  (Linder Jines) Certified by: 440 MSS/IM
(SMSgt Gail Biedenbender)

Supersedes 440 AWR 177-1, 10 August 1993. Pages: 2
Distribution: F

This instruction implements and extends guidance of AFPD 65-2, Management Control Program.  This
instruction prescribes local policies and procedures for payment of unit annual active duty training.  The
provisions of this regulation are applicable to all reserve units attached to the 440th Airlift Wing located
at Gen Mitchell IAP-ARS, WI.  Compliance with this publication is mandatory.

SUMMARY OF REVISIONS

Paragraph 1.1. changes the name of the pay system and paragraph 2.2 changes responsibilities of certify-
ing official. 

1. Responsibilities .  Reservists may be paid for unit annual active duty training by either of two proce-
dures.  The unit commander must select one of these procedures at least 14 days before the tour starts.

1.1. Payment after the end of the tour.  The AF Form 938, Request and Authorization for Active
Duty Training/Active Duty Tour of the computer order, with the Statement of Tour of Duty and the
Certification blocks completed is submitted to the Defense Joint Military Pay System - Reserve Com-
ponent (DJMS-RC) payroll office (FMFPM) within five workdays after the completion of the tour.
The payroll office inputs payroll information to Defense Finance and Accounting Service - Denver
Center (DFAS-DE) and the checks are mailed to each member’s direct deposit account.

1.2. Advance certification for payment on the last day of the tour.  This method may be selected for
groups of ten or more reservists performing active duty tours of 12 days or more. This election will
allow for a direct deposit to be made on the last day of tour. The unit commander or his certified rep-
resentative submits the request to the Reserve Pay Office (RPO) (FMFPM) at least 12 workdays prior
to tour start date.  Units should establish suspense dates and notify FMFPM 12 days prior to start of
tour date. The request for advance certification must include the following information:  The active
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duty tour dates and number of individuals performing the tour, a copy of each individuals active duty
orders must be submitted to FMFPM with the letter or upon publication of the orders.

2. Procedures .  From the active duty orders submitted, RPO will prepare a listing of members and pro-
vide the unit a sign-in and sign-out roster for tour certification.  The unit commander or representative will
use the sign-in roster to obtain signatures of all reservists leaving on the tour and will certify that all mem-
bers listed are performing active duty training.  The sign-in roster will be returned to the RPO  by the fast-
est means available, but no later than Monday after tour start date.

2.1. The RPO will provide processing information and tentative direct deposit dates of the checks to
the certifying official.   

2.2. The certifying official is responsible for notifying FMFPM if any member who does not com-
plete active duty tour, so appropriate action can be taken by the payroll office.

PAUL R. COOPER,   Col, USAFR
Commander
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